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Sending a FAX from Outlook

To send a fax from Outlook, simply create a new email message.  In to TO: field, 
specify the fax number and the person's name using the following format:
[fax:name@number]

An example would be: [fax:Raj Nagra@457-1003]

The dash in the phone number is optional.  For local calls, the 559 area code is also 
optional.  Any text on the Subject line will appear on the cover sheet.  Any text in 
the body of the email will appear as additional page(s) after the cover sheet.  Any 
attached documents would be converted and would be the remaining pages.  Text 
in the body of the email is not required, nor is any text in the Subject line.  It is 
recommended to put a short note in the Subject line for the recipient.  A list of 
supported file types that can be attached is at the bottom of this document.  All 
users with a valid City email account can send faxes in this way.  Here is a screen 
shot of a new message being sent to a fax number:

Assuming the attachment was one page, the above would send a three page fax, 
cover sheet with subject line, one page for the body and one for the attachment.



To send the item to multiple recipients, add them to the TO: line.  You can mix fax 
recipients with email recipients, though all recipients need to be separated by a 
semi-colon (just like a standard email).  Once sent, you will receive an email back 
stating whether or not the system sent the message.  If it was not able to send the 
fax, the reason would be included in the message body.  Here is a sample of the 
message returned stating the fax was sent successfully:

Incoming Faxes

If you have a RightFAX number assigned to you, you can receive faxes 
electronically.  Incoming faxes received by the RightFAX system are converted to 
a PDF file, which is then emailed to your City email account.  An incoming 
message looks something like this:



If you are going to setup any rules to process these messages, the From: field will 
always contain “RightFax E-Mail Gateway”.  You can also use the Subject line in a 
rule, for incoming faxes, it will always begin with “A new fax has arrived from”. 
If you need assistance with creating rules in Outlook, contact the Help Desk.

Supported File Formats

The RightFAX server will convert attached documents automatically, as long as the 
attachment is one of the supported types listed below.   All you have to do is attach 
the document to the email and the server will do the rest.  If you have a document 
format that is not listed here, please contact the Help Desk.




